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SECTION 2: NAVIGATION LINKS
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UtahCL!CKS Welcome to Utah Clicks!

?
Universal Application System Have a guestion?

[ UAS Hame Page | IMPORTANT NOTICE
Utah Clicks s being fested In Ulah County during May 2005, If you do not live in Utah
New Users Counly, do nol use Ulah Clicks fo apply far services at this ime. Siay funed - Ulah Clicks will

ﬁ]gcgp”;i'gﬁoffg'” be avallable in ALL Utah communities later in 2005, No applications will be accepted before

process. May 3, 2005.

Beturning Users Utah Clicks helps families find and apply for state programs and services. You can now fill out
Click here to update . X . . n "
yaur infarmation o and complete application for a variety of Utah programs using this streamlined process.
apply for additional
[DEETGES The sfafe applicalions currenily avaliable are
« Baby \Watch
« Baby Your Baby
o Medicaid
o WIC

Is My Information Confidential?

All personal information you provide is under your control and is protecteed by the username
and password you create. Only you have access to your information and nothing will be sent to
programs without your permission

What Do | Need To Do?

1. Click on "Get Started" to create your account.
2. Gothrough the screening process _|d
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Home Page

e Tolog in for the first time, click on New Users.

e Tolog in as an existing user (including site managers, case workers, applicants),
click on Returning Users.

e Toreport a problem, send a comment, or ask a question about the Utah Clicks,
click on the “Have a question?” link at the top right corner of the screen.
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Click hete 1o update “75, Returning Users Login
yOour infarmation or
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programs

Please enter your login information below
Usernames and passwords are case-sensitive

User Name:  |medoffice0!
Password: e

‘ Eorget Your Passward?

Login |

To viewy POF documents, you will need Adobe Acrobat Reader:

Install the Istest brovwwser tor added security:

Ger Addobe” = | Migrasotts 3
== N |5 s £ @ cetrirefox
El

|@ http:ffgetfirefox.comf
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Returning User Login

e Enter your User Name.

e Enter your User Password. NOTE: Click on “Forget your password?” to receive
assistance with accessing your password.

e Click Login to continue.

To return to the home page, click on the Utah Clicks emblem in the upper left
corner of the screen.
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BLocout Statistical Overview [ Number of Applications in Status 1
[ ] Unassigned Applications 1 Assighed 3
Office Home .

Mumber of applications submitted today 4 Received 1
Unassigned Cases Mumber of applications not viewed or modified in 15 day(s): 0 Viewed 1
Assigned Cases See applications notviewed or modified in |15 day(s). _Submit Total number of applications in status: 5
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Applicant Search
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Office Administration Home Page

Main Screen:

e To view unassigned applications, click on Unassigned Applications on the main
screen OR click on Unassigned Cases on the left sidebar.

e To view applications not viewed or modified for a specific time period (i.e.,
last 5 days, last 7 days, etc.), enter the preferred number of days in the box under
“Number of applications not viewed or modified...” and click Submit.

e To view other statistical reports regarding application transactions, click on
More Statistics.

Sidebar:

e To view unassigned applications, click on Unassigned Cases.

e To view assigned applications, click on Assigned Cases.

e To manage intake workers (i.e., create a new intake worker, edit intake worker
information, delete a intake worker), click on Manage Intake Workers.

e To search for a case by applicant information, click on Applicant Search.

e To search archived applications by either applicant information or assigned
intake worker, click on Archive Search.

e To reassign cases to another office, click Reassign Cases.

e To view other statistical reports regarding application transactions, click on
Reports.



To edit office administrator account information (i.e., email address, user
name, password), click Edit Account.

To return to the home page, click on the UAS emblem in the upper left corner
of the screen.

To log out of the system, click on Logout.
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Section 1: Viewing Unassigned Cases:
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you are finished. “ B "
Unassigned Applications
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Show[ 10 v |applications per page. [Swmt ] Applications 1 - 4 of 4 First | Prewious - Mext | Last
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Viewing Unassigned Applications (from main screen or sidebar)

Screen for Unassigned Cases

You can view unassigned cases from the left sidebar or from the main screen.



Section 2: Viewing Assigned Cases:
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Utahe 1cks Assigned Cases i
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Universal Application System Have a guestion?

Office Home | Unassigned Cases

BlLocour | e
Select an Intake Worker

Office Home

U ioned o Click the name of the intake worker to view the cases

L e assigned to them.

e e Intake Worker MNumber of Cases

Manage Intake Angeles, Victor [E]

Varkers Eox, Darren (W)}

yaallEa SEEmE Green, Rochelle ()]
Guest, Office [(0)]

Archivie Search Hood, Evelyn ()]

.- Ongoongotau, Simaone (o
Falmer, Leilani ()]

Eeparts Parke, Dana 0y

Edit Account Spafford, Kelly (0

Office Home | Unassigned Cases
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Viewing Assigned Cases (from the sidebar)

e To view assigned cases, click on a highlighted intake worker’s name.

e To view unassigned cases, click on Unassigned Cases on either the main screen
or side bar links.

e To return to the Office Administrator Home Page, click on Office Home on
either the main screen or side bar links.
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UtahCL ICKS Cases for Victor Angeles

?
Universal Application System Have a guestion?

Office Home | Assigned Cases

BLocout

Cases for Victor Angeles
Office Home

Show [10 =] cases per page. Submit | cases1-4o0f4 Previous - Mext
Unassigned Cases
Applicant Application Submitted Status Add Notes View Notes

Assigned Cases [T Laura Oppermann  Medicaid l@ @_;I 04/19/2005 9:58 AM Wiewed Add Motes View o
Manage Intake W Warren Davenport  Medicaid “E @_"I E,) 03/08/2005 10:07 A Agsigned Add MNotes Vel
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[T Rusty Banks Medicaid ug @_al 03711/2005 2:05 P Assigned Add Motes Ve
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Archive Search -

Agsign selected cases to: |FUX- Darren j [[_essign selectat caser |
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Viewing Assigned Cases for a Specific Caseworker

e To view applications for an applicant, click on the icon for the desired format you
wish to view the information in (i.e., PDF, excel, etc.).

To add a case note for an applicant, click on the Add Notes link for that applicant.
To view all notes submitted for an applicant, click the View icon for that applicant
below the View Notes heading.

e To assign a case to another case worker, click the box next to the applicant’s name
you wish to transfer to place a checkmark in the box. Then click on the drop box next
to “Assign selected cases to:” and click on the case worker’s name you want to
transfer the case to. Finally, click on Assign Selected Cases to complete the
reassignment.

To return to the Office Administrator Home Page, click on the Office Home link.

To view assigned cases for other case workers, click on Assigned Cases.



Section 3: Assigning Cases:
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Assigning Cases from the Unassigned Cases Screen:
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e To assign a case to an intake worker, click the box next to the unassigned
applicant’s name and then click the desired intake worker’s name from the drop box

next to “Assign selected cases to:.”

e Click Assign Selected Cases once you have highlighted the intake worker’s name to

submit the assignment.



Section 4: Assigning Cases to Another Office:
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Unassigned Cases
Assigned Cases

Manage Intake
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Applicant Search
Archive Search
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Eeports

Edit Account
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Search For Cases to Move to Another Office

Search By Applicant Information

| Search for an applicant by entering information in the fields below. Fields may
be partially filled out or left blank. Example: f you would like to find sarmeane
with the last narne of "Johnson" you could enter "Joh" in the last name field

First Name |George
Last Mame: [Dad]
Street: |

|
City:
State - 'I

Zip Code

Phone | [801)555-1212 format
Email: |

Have a question?

4
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e To search for an applicant to be assigned to another office, enter the
applicant’s identifying information (i.e., last name, first name, address, etc.) in the
fields that coincide with this information.

e NOTE: fields may be partially filled out or left blank.

e To continue, click on Search.
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Assign Cases To Another Office — Step 2

o |fthe applicant’s information is displayed, click on View Application to continue.
o If the applicant is not found, a “No Matches Found” message will appear. Click
on Search Again, which will return you to the Search Applicant screen.
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Assign Cases To Another Office — Step 3
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e Click on the box next to the application name to display a checkmark by the

application you want to transfer.

e Click on the drop box below the applicant’s information and choose the office

where the case will be transferred.
e To continue, click Submit.
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Section 5: Monitoring Office Statistics:
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Monitoring Office Statistics

e To see various statistical reports, click on the report name listed under
Statistical Reports that you would like to view.
e To return to the office administrator home page, click Return to Office Home.
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Site Application Submission Statistics

e To generate a graph comparing yearly totals, click on the Yearly Comparison
drop box and select the desired two years that are to be compared, and generate
the graph by clicking Generate Graph. Will this always be limited to 2 years?

e To generate a chart displaying monthly totals, click on the Select Month drop
box and select the desired month to be reviewed, and construct the chart by
clicking Generate Chart. Can you compare monthly totals on a chart from
January 2003 to 2004 or why are there two options available for year?

e To generate a chart displaying the number of applications for a range of
specific dates, click on the corresponding drop boxes under Specified Date Range
to select the desired months, days, and years for which information is needed.
Click on Generate Chart to view that data in chart form.

e To generate a graph comparing the number of applications submitted by day
of the week over specified years, click on the corresponding drop boxes under
Compare Weekdays Over Several Years to select the desired years for which
information is needed. Click on Compare Week Days to generate a graph.

e To generate a graph comparing the number of applications submitted by day
from the beginning of the UESAS system, click on Compare Week Days under
Compare Weekdays For The Life Of UESAS.
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Application to Caseworker Distribution Report:

e To return to the office administrator home page from this screen, click Return to
Office Home at the top of the screen.

e To return to the list of available reports, click Return to Reports at the top of the
screen.
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Section 1: Managing Intake Worker Information:
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Manage Intake Workers

Main Screen:
e To add a new intake worker, click on Create Intake Worker Account.
e To edit intake worker information or delete an intake worker, click on the
highlighted intake worker’s name under Intake Workers or click on Edit or Delete
Intake Worker Account.
e Toview an intake worker’s list of applications, click on the highlighted number
under Applications.
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Section 2: Creating an Intake Worker Account:
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Create Intake worker

e Enter the new intake worker’s identifying information (first name, last name)
in the specified field.

Enter the password again in the Confirm Password field.

Enter the new intake worker’s email in the Email field.

Enter the new intake worker’s user name in the User Name field.

Enter the new intake worker’s password. NOTE: Passwords must be at least 8
characters, consisting of letters and numbers.

e Click on Submit to enter the new intake worker into the system.



Section 3: Editing/Deleting Intake Worker Information:

File Edit W%iew Favorites Tools Help

3 Modify /Delete Intake Worker - Microsoft Internet Explorer
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e From the Modify/Delete Intake Worker screen, click on the worker’s name whose
account you wish to either edit or delete.
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Section 3: Editing Intake Worker Information:

a Modify /Delete Intake Worker - Microsoft Internet Explorer ;Iilﬂ
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Edit Intake Worker Information

e To edit the intake worker’s information, fill in the identifying information
fields with any new changes (i.e., name change, new email address) and click on
Update.

e To select a different intake worker to edit, click on Select Another Caseworker
under Other Options.



Section 4: Deleting an Intake Worker:
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e To delete an intake worker, enter the intake worker’s identifying information in
the corresponding fields.

e Click on Delete This Caseworker below Other Options.

e To select a different intake worker to edit, click on Select Another Caseworker
under Other Options.
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Section 5: Editing Office Administrator Information:

/3 Edit Your Account - Microsoft Internet Explorer _(&]x
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Editing Office Administrator Information:

e To edit the office administrator’s account information, delete the current
values in the fields you would like to change and type in the new information for
that field.



CHAPTER FOUR: SEARCHING FOR APPLICATIONS
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Section 2: Searching Application Archives
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Section 1: Search for Applicant:

File Edit Wiew Favorites Tools Help

<2} American Fork - Applicant Search - Microsoft Internet Explorer
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Search for an Applicant (from the sidebar menu):

e To search for an applicant, type in identifying information in the fields
provided (i.e., last name, first name, street address, etc.).
o NOTE: fields may be partially filled out or left blank.

e To search for the applicant once the identifying fields are completed, click
on Search at the bottom of the main screen.
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Section 2: Application Archive Search:
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Application Archive Search (from sidebar menu):

e To search the archives for a former applicant by assigned intake worker,
click the Intake Worker link at the top left corner of the screen.

e To search by the applicant’s identifying information in the First Name and
Last Name fields.

e Enter a range of dates in the Start Date and End Date fields that information is
required from.

e Does all information have to be entered?



